HINA IR EM D .

BODY LANGUAGE
Pocketbook

[ﬁ)%ﬁﬂﬁ-A-mﬁ%g

(Max A. Eggert )
PRERR %

ABRIISITE
B 25 VR {7 40 10 R 13 3455
BB ESRIESEE
#15,

-

,'“"/

@) X FLAF mni it
Do SHANGHAL JIAO T

1 JIAO TONG UNIVERSITY PRESS



HNHBREELS @

E’ﬁglnn

BODY LANGUAGE
Pocketbook

(3] D5HA - A - BIEH =

(Max A. Eggert)
JE/R - BI/RHRTR (Phil Hailstone) 2E
PR(ERT 2

YEZAAE i

SHANGHAI JIAO TONG UNIVERSITY PRESS

\ﬁ’



AERE

FPH RAMBEEME” 2—  FEHRTHAEFSAENLVERPEASEIES.
AEERNAEREIBTREASKIES. NAEFLRTHEASKHIES. NEAEFSFRATR
Ba%iEE. ARERITEASHEESE. BPEMFAXNR. B4 L RTANEEARMR.

© Max A. Eggert 2012

This translation of Body Language Pocketbook first published in 2014 is published by
arrangement with Management Pocketbooks Limited

BREBRIES : BF . 09-2013-720 5

EBERSE (CIP) ¥ig

SRET / (3E) RIS (Eggert,M.A.) ¥ ; PREERE.
— g . BSERFE MR , 2014
(FEPTREHEN

ISBN 978-7-313-11573-7

[.5...01. O%... Q... II. HHE- NA- SILEE- K, N’
IV. F270

th E A B 1 CIP BT (2014) 5 144258 5

SHES

Z F:[R]DwEE-A- BB B F:HE#

HARRAT : LsTBARE AR #o hk: EETEEKSLS
HEEIWAS : 200030 B 1% : 021-64071208

HR A: BER

B . BT KESARAH 2 B 2BEFERE

F A& : 880mmX 1230mm 1/32 Bl %:7.875

¥ ¥H:12FF

R K:2014E8AE 1R Bl WK : 201448 A% 1 KEDRI
# 5. ISBN 978-7-313-11573-7/F

£ Hr:25.005C

WEALETA @A 5

HEE  MEANEPENERBEOFIESER REMBER
BAZREIE : 021-54742979



JRIRRYIE
T, KK

RPELRXNRIIN B (X REEME TFH) 2 2002 £,
BE/R AN X7 2004 70 2007 FAHFELTE-BNE=8. XE
M (£ 50K) $HR%L 500 sz W AERIIBY. hRRS%RE
BEEUGE.

EX—R. BIXNBOAFAMT FE. RMNEGEELTHEICH
=, BUMELSERNERXERE. AEANGRAETERXTEZA
fy Notes 4, o] BRI EFAABAMESERL. BXEK
PREZMETEHEACHSB.

Hoh, BNNPXFEOETHE. ILEDREREHRA,

EAXLRE, BAERAME. UL BRBRDT "EX
XREEMLR,

MREAHABRWARE, BT HFEMN (BRBEE.

wangliatcn@gmail . com)
B—R, RER%EeR

b 38 7]
201446 B




'3

AUTHOR’S INTRODUCTION

‘The most important thing in communication at work is to hear what isn’t being said.’
Peter Drucker

When you were a baby, long before you could utter a word, you were able to
communicate with, and sometimes even control, adults. When you think about it,
communication through language is a very recent phenomenon along the long road of
our evolution. In nature, there are complex societies of thousands: ants, bees and even
fish that need no language to organise their societal way of life.

Mammals also communicate with posture, facial expressions and gaze. So in a very real
sense we can consider ourselves to be communicating animals that sometimes choose
to use spoken language to express ourselves.

Our faces have 43 muscles that can be combined to make over 10,000 expressions. 300
of these are specific to our emotions and we employ these without thinking!

As cavemen we were expert in body language; then we learnt to speak and somewhere
along the way we forgot what came before.

We now live in a world where, though our ears are constantly bombarded with words,
most of our actions and even, surprisingly, our decisions are made emotionally and non-
verbally. While speaking is perhaps our most complex behaviour, even before we could
speak we knew what a frown meant; in our teens we knew what ‘cool’ looked like; and
'as adults we can ‘smell success’. It is not surprising, therefore, that we choose our
pan.%aeweliveandeatwawewbydmwingmavastnmverbdvocebmaw
and a silent world rooted deep in the recesses of our primate brain.

‘No mortal can keep a secret. If the lips are silent, he chatters with his ﬁngértips;
betrayal oozes out of him at every pore.’
Sigmund Freud
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AUTHOR'’S INTRODUCTION

Each and every working day we give and respond to thousands of non-verbal messages.
For example, the nods of greeting and glances, friendly or otherwise, that we intercept as
we walk through a crowded office; facial displays at meetings; our manager’s
expression; the clothes our colleagues are wearing - all of this provides us with
information about the people around us.

In the world of work and in life, if you choose only to listen to the words that are being
spoken you could miss a high percentage of the meaning. According to the American
anthropologist Ray Birdwhistell, 65% of our communication with one another during
social interactions is non-verbal. However, our ‘emotional’ communication to others is
almost all body language. Consequently, an understanding of the topic could be viewed
as critical to our success in our day to day work and our careers.

In this book we will examine body language in a variety of work situations with the
objective of helping you become ‘bodylingual’.

. ﬂ Fr. Max-Augustine OPC
- Community Priest
L  of %‘ W%" € The Communities of Our Lady, Sydney, Australia
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ORIENTATION & THE BASICS
Why body language at work is important, the body language brain,
words of the body

SEVEN BASIC PRINCIPLES

Introduction, the body speaks louder than words, context is everything,

look for clusters, recognise individual consistency, abrupt changes

are significant, body language always precedes speech, beware contamination

BODY LANGUAGE & WORK SITUATIONS
Introduction, the selection interview, the sales pitch, giving a presentation,
being assertive, negotiations, women & negotiation, coaching & mentoring

SIGNS & CLUSTERS
A - Z of body language signs and meanings, clusters revealing emotion

%, 4 FUN SECTION
2 Quiz to test your knowledge, quiz answers
Sl
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ORIENTATION & THE BASICS

WHY BODY LANGUAGE AT WORK
IS IMPORTANT

At work it is critical to understand your managers, your colleagues, your subordinates
and your clients and suppliers. You need to know if someone:

Can be trusted

Is telling the truth or not

Will do what they say

Approves/disapproves of your work/project
Will deliver on time

Needs assistance

Is highly stressed

Has the skills, qualification or experience that
they claim

"Your body does
not know how to lie.'

N\ Julius Fast

\_

A

E Notes




B iR FIE AR

THEPRGHESHATER?

AIES, BRIRNEZE BE. TR, FP. #EFF. &
HXR., RERMELM -

- EEREE

Sy
3
&
ot

b

N oY DN oy N
o
Wi =
I K
g S

SRR E
SEAR / RMROIE / TE

5

Mo Mo Hm

ol
IN IN O

I~

=

FHERS
SRERERAGNRE. AERER

o

“UR 89 B R R i 4

.- ~. »
Bio

KA« ERTAF
(Julius Fast)




r
ORIENTATION & THE BASICS

WHY BODY LANGUAGE AT WORK
IS IMPORTANT

Even if you say nothing a ‘bodylingual’ person will know:

How you feel emotionally about something

How motivated you are

What you think of your colleague, boss or situation

What you want to say without using words

What you feel about your work and your organisation

How confident you are about undertaking a task or project
How pleased/disappointed you are

Note: Vexed questions about what aspects of body language are innate, what is learnt,
when and how we learnt it, and whether or not it is culturally determined, are best left to
experts in socio-psychology.
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